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New employee orientation process to be enhanced
??
The Human Resources office has been working 
with Suzy Richards, University training coordinator, 
to expand and enhance the new employee 
orientation process. 
All new employees will still meet with Dianna 
Cocroft, HR generalist, to go over the fringe 
benefits the University offers. However, 
the new process will involve a 
second orientation with Richards 
scheduled the same week, 
or even the same day, to go 
over information including 
the University’s mission and 
vision, Franciscan values, 
and organizational chart. 
Richards will provide new 
employees with information 
related to the accounts 
payable office, library, 
mailroom, and stenopool. 
She will also train employees 
on how to use the University’s new 
Web resource, MyStritch, as well as the 
telephone system. Printed materials Richards 
will distribute include a phone directory, Student 
Development information, the public relations 
information brochure, and emergency numbers 
that may be useful. Finally, she will take employees 
through Family Educational Rights and Privacy 
Act (FERPA) and Occupational Safety and Health 
Administration (OSHA) training and give a tour of 
the University campus. 
Cocroft said the change aims to make new 
employees better informed and prepared when 
starting their new jobs. “It’s important that we 
provide them with the tools they will need from 
their first day onward,” she said. 
Cocroft estimated that her benefits-related portion 
of the orientation will take about 30-45 minutes and 
Richards’ portion would take roughly an 
hour to an hour and a half. To ensure 
that the process runs smoothly, 
departments and supervisors 
should follow these steps 
once a new employee is 
hired:
Please notify Dianna 
Cocroft at drcocroft@
stritch.edu with the 
following information:
o Full name of new hire
o Title, Department,   
   Supervisor
o Salary and/or hourly rate
o Start date
** if employee is part-time, please 
indicate how many hours per week**
Once she receives this e-mail, Cocroft will notify 
Richards, who will coordinate with other appropriate 
parties before the new employee’s start date.   
Cocroft noted that because this is a new process, 
the Human Resources office greatly appreciates 
any feedback. She can be reached at the e-mail 
address listed above or at Ext. 4427.
Suzy 
   Richards
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Group travel 
service fees 
lowered
Flex spending  
enrollment period open
The Troubadour supports the 
overall mission, goals and 
objectives of Cardinal Stritch 
University, and is meant to 
serve as a communications tool 
for the campus community.
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Want  back issues of The 
Troubadour?
Previous issues of The 
Troubadour can be found in 
StritchNet. After logging in, 
click on the Document Library, 
then click on the small “+” sign 
next to “All Staff” to maximize 
the folder menu. Click on 
“Troubadour” and select the 
link for the issue you wish to 
view. Issues are identified by 
date in the folder menu.
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Service fees for 
agent-assisted 
domestic group 
travel bookings 
have been 
lowered under 
the University’s 
new travel agreement 
with the Wisconsin Association 
of Independent Colleges and 
Universities (WAICU).
A $25 service fee will be applied 
to the first ticket for a group of 
between two and nine travelers, 
and each additional ticket for the 
same travel itinerary will carry 
a reduced fee of $15 per ticket. 
The previous rate was $25 per 
ticket regardless of the number of 
travelers in a group.
For ten or more travelers, a $15 
per ticket fee applies. 
The WAICU Travel Solutions 
Program allows employees to plan 
trips 24 hours a day, seven days a 
week by phoning the WAICU Travel 
Desk and talking with an agent, or 
by using an online booking tool to 
reserve airfare, lodging and ground 
transportation. 
To make a reservation, call toll free, 
(866) 44-WAICU (866-449-2428), 
or visit www.waicutravel.com.
Employees are reminded to sign up for the pre-tax Medical 
Reimbursement and Dependent Care Flexible Spending 
Accounts with Wausau Benefits. Every employee who 
wishes to participate in either of these programs is required to sign up 
annually. 
Enrollment forms are available on the Wausau Benefits website, www.
wausaubenefits.com. Please fill out and return the form to Dianna 
Cocroft at Box 522 by Dec. 19. Please remember that Stritch’s Flex 
year now runs on a calendar year from Jan. 1 to Dec. 31, 2006.
All employees are encouraged to visit the Wausau Benefits Web site to 
view current regulations on the Medical and Dependent Care Accounts 
at www.wausaubenefits.com.
Questions on this information should be directed to Dianna Cocroft at 
Ext. 4227 or Melissa Stauber at Ext. 4222.
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